
 
Branch Roles 

All Branch Committee Members must hold IIRSM Membership, Associate Level or above and have a strong 

interest in supporting IIRSM’s vision and mission.   

Branch Chair 

The Chair is responsible for the co-ordination of the branch activities and leading the branch committee in 

reaching the Branch strategic aims. The Branch Chair needs to ensure regular communication between the 

Branch and Head Office and between the Branch and its members. 

Role description 

 Chair meetings ensuring that they are run efficiently and effectively 

 Act as a signatory for the Branch for legal and financial purposes 

 Be part of an influential network in their region 

 Work with the Committee to ensure: 

o The necessary skills are represented on the Committee  

o Goals and strategic plans are developed in line with the IIRSM mission and vision    

 Serve as a spokesperson for the Branch when required  

 Communicate regularly with the IIRSM 

Desirable experience and attributes 

 Good knowledge of IIRSM and its activities 

 Ability to develop good relationships at all levels including regulatory bodies 

 Positive thinking and committed to achieving the goals of the Branch  

 Ability to work collaboratively  

 Good listening skills 

 Attuned to the interests of Branch members  

 Competent public speaker 

Vice Chair 

The Vice Chair provides assistance to the Chair and should be able to fully deputise if needed. 

Role description 

 Fully deputise for the Chair in the event they are unable to  fulfil their duty  

 Chair meetings ensuring that they are run efficiently and effectively 

 Be an alternate signatory for the Branch for legal and financial purposes if required 

 Represent the Branch at meetings and forums as agreed with by the Chair 

 Other duties as nominated by the Chair 

Desirable experience and attributes 
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 Good knowledge of IIRSM and its activities 

 Ability to develop good relationships 

 Willing to stand in for the Chair, chairing meetings etc.  

 Positive thinking and committed to achieving the goals of the Branch  

 Ability to work collaboratively  

 Good listening skills 

 Attuned to the interests of Branch members  

 Competent public speaker 

 Able to raise concerns with the Chair where they arise 

Branch Treasurer 

The Branch Treasurer is responsible for the day to day running of the finances of the branch. 

Role description 

 Keeping an accurate record of branch finances 

 Managing the head office allocated branch funds 

 Communicating with Head office about expenses 

 Managing any member contributions to the branch from members 

 Banking any monies received (where applicable) 

 Submitting a yearly record of expenditure to head office 

 Ensure that all receipts and payments concur with bank deposits and withdrawals  (where applicable) 

 Prepare regular financial reports  for review at Committee  / Branch meetings 

 Be a signatory on Branch bank account (where applicable) 

Desirable experience and attributes 

 Good organisational and communication skills 

 Some financial expertise 

 Ability to maintain accurate records 

 Computer literate 

Branch Secretary 

The Secretary is responsible for the main administrative functions. Some of these will be shared with the 

Branch Chair and Vice Chair. 

Role description 

 Lead the Committee in providing systematic communication from the Committee to Branch members 

and the IIRSM 

 Ensure effective management of Branch records  

 Manage Minutes of meetings, ensuring they are prepared and distributed within 14 days of each 

meeting  

 Develop and distribute meeting  agendas (in conjunction  with other Committee members) prior to 

meetings 
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 Assist with organising speakers and topics for branch meetings 

 Ensure records of the Branch are maintained and made available when required  

 Ensure official records of the Branch and Committee members are maintained and are available when 

required for reports, elections etc.   

 Maintain an up-to-date copy of the Branch Constitution  

 Ensure that appropriate notification is given of Branch and Committee meetings 

Desirable experience and attributes 

 Good organisational and communication skills 

 Computer literate 

 Effective observation of confidentiality 

Communications Officer  

The communications officer supports the committee in promoting branch activities to members and non-

members through various media including social media, leaflets and liaising with potential interested parties. 

Desirable experience and attributes 

 Good organisational and communication skills 

 Computer literate 

 Effective observation of confidentiality 

 Influencing skills 

 Thorough understanding social media and its uses as a communication tool e.g. Facebook, Linked In etc. 

CPD/training Coordinator 

The CPD/training Coordinator is responsible for assisting with professional development of branch members 

with the support of the branch committee. They should have a good understanding of the importance of 

CPD and act as advocate for the IIRSM CPD scheme. Duties would include; 

Liaising with members on desired future training topics 

Assisting committee to arrange appropriate speakers for branch meetings. 

Resolving member queries related to the online IIRSM CPD system  

Desirable experience and attributes 

 Good organisational and communication skills 

 Computer literate 

 Ability to work collaboratively  

 Positive role model for the IIRSM 

Events Co-ordinator. 

The Events Coordinator is responsible for the development of an annual calendar with the support of the 

branch committee including liaising with members on desired topics and arranging speakers for branch 

events. 
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Desirable experience and attributes 

 Good organisational and communication skills 

 Computer literate 

 Ability to work collaboratively  

 Positive role model for the IIRSM 

 Competent public speaker 

Branch Committee Member 

Members who wish to help the branch in supporting any of the above functions are welcomed as additional 

committee members 

Please note: All Branch Committee applicants must be voted in before the role is officially granted. 

 


